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OFFICE OF THE DIRECTOR 



Action Memorandum No. A-265 
Date 5 July 1963 


TO 


Deputy- Director (Plans) General Counsel 

Deputy Director (Support) Inspector General 

Deputy Director (Intelligence) Comptroller 

Deputy Director (Research) 


SUBJECT : Correspondence Addressed to the Office of the Director 
REFERENCE: 

1. This memorandum is a gentle reminder of previous oral 
and written instructions concerning the lead paragraph of a memorandum 
to the DOI, DDCI or Executive Director. 

2. Probably due to the passage of time, change of Directors, 
etc . , the O/DCI continues to receive memoranda in -which the lead para* 
graph does not clearly indicate whether the document requests action or is 
for information or background use only. 

3. Addressees are requested to take whatever steps necessary 
to insure that all memoranda submitted to the BCI, DDCI or Executive 
Director open with a sentence similar to one of the three below. 



a. ,! This: memorandum is for information only; 
particular reference is made to paragraphs , 

tl ;it- i.tt' rr i • ni: t 

-- -- . - . . 9 , • 


b. “This memorandum suggests action on the part 
of the DCI # DDCI or Executive Director; this action is 
contained in paragraph . " 


c. “This memorandum submit® a rec ommendation 
for your approval; this rec ommendation is c ontained in 
paragraph . u 




".T 2 


SUSPENSE DATE: 




?. oi V;i 


»v- 


.(signed! Lyman B„ Kirkpatric 1 : 

Lyman B. Kirkpatrick 
Executive Director 





J>d^j 
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FOR OFFICIAL USi CNLY 


2ft -5f-*o«nsi sex* 




mtommm TDK; Assistant Chief of staff, Intelligence 
Oeperfcawmt of the Ax*y 


AMS3ITI0S: 

simjacu: 


Administrative Divisfea 
Official CIA. Mailing Aidless 


1« it has c<sae to ouf attention that some ACSI/1& correspondence 
is being improperly addressee’ to this Agency. 

2, It is requested that all ACSX eisoeats he advised that- the 
*»ly correct, and official, address to be wed in forvarOJUag 
correspondence., and/or other taste rial, to this Agency is ae 
follows ; 

Central Intelligence Agency 
Washington, 31 . C. 20507 
Attention: 

3. Tim use of an attent ion line vill expedite delivery tc 
the addressee in CIA. 

<i * CIA couriers -sake several cells dally to deliver Agency 
material and to pick up packages addressed to CIA at the Receiut 
and Dispatch Section, in Ron 1C 460,' Pentagon, 

FOR TER ASStm$Jf£ OIRCCSOa* CBKEiftLc JfflSERSfcEi 


STAT 


STAT 


I p meh 

Orig & 1 - Add 

1 - DD/CR 

1 - Couri er Service 
nr - o/dds 
1 - ls 

I - Chrono 


Chief « Liaison Ctaf t 


STAT 
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17 December 1963 


MEMORAKMK PC®: Director, Defense Intelligence Agency 
ATTENTION: DIASA-2 

SUBJECT: Official CIA Mailing Address 


1* It Mas care to our attention that sosre DIA correspondence 
is being improperly addressed, to this Agency* For example, 
communications addressed to ’’Central Intelligence Agency, Langley, 
Virginia are frequently delivered via 0.S. Mall to Langley Air 
Base «t Hampton, Virginia. 

2. It is requested, that all elements be advised that the only- 
correct, and official address to he used in forwarding correspondence, 
and/or other material, to this Agency is as follows: 

Central Intelligence Agency 

Washington, D. C. 2050? 

Attention: 

3. The use of an attention line win expedite delivery to the- 
addressee in CIA. 

k. CIA couriers make several calls daily to deliver Agency 
material and to pick up packages addressed to CIA at DIASA-2 in 
Boom 2D 233, Pentagon. 

FOR THE ASSISTANT DIRECTOR, CENTRAL RE FER E N CE: 


STAT 

Chief, Liaison Staff 

p meb 

Orig & 1 - Add 
1 - LS 
1 - Chrono 
1 - Courier Service 

1 - dd/cr 

i 2_ r Chief, LS/CR 
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□ UNCLASSIFf^ roved ^ ^^^^ 003/04/29 : c| A-RDPg-0((^f}RflflC^fip^§0003-2 (oj SECRET 


ROUTING AND RECORD SHEET 


SUBJECT: (Optional) 


OCI Messenger Service 


Special Planning Assistant to the DD/S 


TO: (Officer designation, room number, and 
building) 


Deputy Director of Logistics 
1C47 Hqs. 


RECEIVED FORWARDED 


25X1 


s REGI sf H 


EXTENSION NO. 


PILE 


25X1 


4 December 1963 


OFFICER’S COMMENTS (Number each comment to show from whom 
INITIALS to whom. Draw a line across column after each comment.) 


Doug: 

Per my telephone conversation with 
you today on the attached papers, 
Colonel White has asked that Logisth 
get together with OCI ( or perhaps 
I I and discuss this 

problem to see if it can be ironed 
out especially in the light of economy 
moves recently announced. Colonel 
White believes that Logistics should 
continue to supply cleared couriers 
for the three positions which now 
exist and this is as far as we can 
go on the existing manpower restric- 
tions. 


25X1 


/V 


Special Planning Assistant to the 
Deputy Director for Support 

Att: 

Memo dtd 29 Nov 63 to AD/CI 
fr D/L, same subject 

SPA- DD/S :JHP:fmf 4 Dec 63) 
Distribution : 

Orig - Adse w/O & 6cc of att 
(DD/S 63-5127) 

1 -.DD/S Chrono 
dK- DD/S Subject w/cc of att 






MlIlKHl? 




L 1 fi USE PREVIOUS 
O I U EDITIONS 


Ef SECRET □ CONFIDENTIAL □ I^only □ UNCLASSIFIED 
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K2M0R Aii'HUW FGR» Assistant Director for Current Intelligence 

THRuUGU t Deputy Director for Support 

Deputy Director for Intelligence 

SUBJECT i uCI Messenger Service 

MF$RSSC£S i (al Memo to OD/A ft# AD/CI dtd 29 Jan. 1953, 

Subjects "Organizational Change*' 

U>) Memo to C/ LSD/OL fa C/US /OCX dtd 12 Nov. 
1963, Subjects "Distribution Service" 


1* This memorandum contains a recommendation submitted for Deputy 
Director for Support and Deputy Director for Intelligence approval. 

Such reconsaendation is contained in paragraph A. 

2. Reference b requests the detail of two messengers in addition 
to the three now on detail to OCX# The Office of logistics Is not in 

a position to honor this request due to personnel ceiling and budgetary 
limitations. It is believed desirable at this time to review and re- 
vise the original agreement contained in reference a, 

3. A review of reference b indicates that the messenger service 
operates under the exclusive jurisdiction of the W/l and provides 
distribution service almost exclusively within the DB/I nil-source 
center. It is not believ ed that the Office of Logistics mission sod 

25X1 functions, as outlined in i I contemn late furnishing of such 

specialized messenger service. 

4. Two possible courses of action ore suggested for considerations 

a* Transfer the three ceiling posit long and budget together 
with the responsibility of the internal messenger function to the 
DP/I. This with the understanding that the DP /I may request 
assignment of cleared messengers from the office of Logistics m 
vacancies occur. 
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SUBJECT i OCX fcfessengcr -rvice 


b. the DD/I transfer to the Office of Logistics additional 
ceiling and budget to accoraaodata any additional vaessengera re- 
quired by the Wfl for this purpoee* 

Of the two proposals, this office favors the first. 

5. there are two precedents which occur to this office as being 
pertinent: 

a. The Db/P has established and operates its own internal 
courier/messenger service. 

b. The DX)/X has established and operates courier /Messenger 
service for both OCX and Nl’IC, 

d. It la reconsnanded that the proposal contained in paragraph 4s 
above be adopted. 


^AMdS A. GARRISON 

Director of Logistics 



Deputy Director for Intelligence 


3 
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SUBJECT i OCI Heseenger Service 


25X1 


Distribution! S' \ 

urigittal & X - Addressee, v/afct &/ 

e/#tta. CtonA Subject 

2 • ooyi, w/atts, 
l * OL/Of£icial, w/atfcs* 
i - I'L/AS/PitfB, w/Att». 
i • t*/L Chrono, u/attg, 

1 - ul Suspense, w/atts. 


1(26 tfov 63) 
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